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BOARD OF STATE AND 
COMMUNITY CORRECTIONS 

The Board of State and Community Corrections provides statewide leadership, 
coordination, and technical assistance to promote effective state and local efforts and 
partnerships in California's adult and juvenile criminal justice system, including 
providing technical assistance and coordination to local governments related to 
realignment. 
 
Applications will be screened and only the most qualified will be interviewed. 
Application must include “to” and “from” employment dates (m/d/y), hours per week, 
and prior employer contact information including contact number.  Applications 
received without this information may not be considered for this position. 
  
The selected candidate considered for the advertised position will be required to 
undergo a fingerprint clearance and any offer of employment will be contingent upon 
live scan fingerprint results.  
 
Scope of Position: 
Under the supervision of the Chief of Administration, a Staff Services Manager III, the 
Data Processing Manager II is responsible for the leadership, analysis, programming, 
processing, technology operations and day-to-day supervision of Information 
Technology (IT) staff for the Board of State and Community Corrections (BSCC). 
 
The position requires the incumbent maintain consistent and regular attendance; 
communicate effectively; develop and maintain IT knowledge and skill related to 
specific tasks, methodologies, materials, tools, and equipment; complete assignments 
timely and efficiently; and adhere to BSCC policies and procedures.  
 
 
Duties and Responsibilities: 
(Candidates must perform the following functions with or without reasonable 
accommodations.) 
 

 Supervision:  Provide leadership to develop, train, monitor, assess and coach a 
diverse staff within the BSCC’s IT Unit. Plan, organize, direct and review workload 
that is diverse and varied. Perform various supervisory responsibilities related to 
staff management and development. Evaluate necessary staff resources and 
training needs. Establish performance standards and expectations by conducting 
probationary reviews, annual Individual Development Plans, constructive 
intervention, corrective actions and training to enhance personnel growth. Establish 
reasonable deadlines and monitor staff workload to ensure it is completed 
accurately and timely. Provide advice and consultation to staff on the most difficult, 
complex and sensitive work issues or assignments. Grant or deny staff requests for 
time off, ensuring appropriate coverage for on-site resources. 

 

 Project Management & Application/Database Development:  Plan, organize, 
control and supervise the design, development, testing and implementation of the 
BSCC’s applications and database systems including, but not limited to: 
determining the priority of tasks/projects assigned to the IT Unit; assigning and 
monitoring tasks for technical team members; monitoring staff adherence to 
standards covering all phases of the system development life cycle (SDLC); 
determining technical resources and training requirements; and reviewing 
application and database performance to optimize effectiveness. Identify 
requirements and resources to meet project needs, including but not limited to: 
development and maintaining comprehensive project plans and schedules and 

Position: (5933) 
Data Processing Manager II 
 

Position #: 
917-190-1384-001 
 

Salary Range: 
$6,115 - $8,038 
 

Issue Date: 
September 30, 2016 
 

Contact: 
Stefanie Reyes 
(916) 322-8022 
stefanie.reyes@bscc.ca.gov 
 

Location: 
Board of State and 
Community Corrections 
2590 Venture Oaks Way, Ste. 200 
Sacramento, CA 95833 
 

Final Filing Date: 
October 13, 2016 

Individuals who are currently in this 
classification, or are eligible for lateral 
transfer or promotion, or are reachable 
on a certification list may apply.  
SROA/SURPLUS candidates will be 
given priority.  

For permanent positions, SROA and 
surplus candidates should attach 
“surplus letters” to their application. 
 Failure to do so may result in your 
application not being considered. 

Submit a Std.678 State Application 
and Resume to: 

BOARD OF STATE AND 
COMMUNITY CORRECTIONS 
ATTN: Stefanie Reyes 
2590 Venture Oaks Way, Suite 200 
Sacramento, CA 95833 

 
Please write “917-190-1384-001” on 
your application and indicate the 
basis of your eligibility in the job 
title section.  Applications without 
this information may be rejected.  
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BOARD OF STATE AND 
COMMUNITY CORRECTIONS 

communicating them to technical and business stakeholders; identifying resources 
and developing justifications and supporting documentation; identifying technical 
and project issues and recommending appropriate actions or solutions to facilitate 
resolution; preparing issue papers, correspondence and reports to keep 
stakeholders appraised of issues and status. Lead project planning efforts, 
including but not limited to: develop project plans, lead team efforts to develop and 
implement BSCC IT projects; participate in the planning of the BSCC’s strategies 
to maintain alignment with agency goals and objectives; lead the agency’s 
technology planning process and participate in developing strategic directions 
involving information technology; establish and develop technical standards and 
policies and procedures affecting all BSCC IT activities. 

 

 Desktop/User Support:  Plan, organize, direct, and review the work of IT Unit staff 
who are responsible for the computer desktop hardware/software, network printer, 
desktop application and database support for the BSCC. Responsible for ensuring 
all desktop computers, servers, applications and databases comply with 
department policies, procedures, processes and best practices. Analyze the most 
complex issues with user workstations and develop instructions, guides and tools 
for problem resolution.  Ensure the BSCC has an effective and efficient issue 
resolution and response system (aka HelpDesk). 

 

 Technical Liaison, Training and Consultation:  Participate and lead IT 
meetings; provide information, knowledge and support for IT initiatives; collect 
information and develop responses to stakeholders, peers, supervisors, managers 
and control agencies; act as the first point of contact with all internal and external 
stakeholders; provide consultation and advice to management regarding IT issues; 
act as a resource for IT matters; serve on workgroups and projects as needed. 
Develop and deliver training to all levels of users within the BSCC on various IT 
topics, issues, systems and applications. Train, mentor and develop IT Unit staff to 
assist with agency-wide training efforts. 

 

 Other Duties:  Responsible for various other IT related analytical, supervisory, 
and/or technical tasks associated with supporting the BSCC’s IT operations. 

 

 


